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MANAGEMENT DIVISION

Chief, Records Manmgesent Division 27 ¥ay 195h
Chief, Records Sysissgs Branch

Vital Meterisls Training Requirements

1. As you reguested, T bave reviewed the Vitzl Materials
, with for the purpose of deterwing vhat further
tralining i In owr opinion, the following training
shomld be m m, with your eoncurrence, will be umwrtsken
as ortll

- Upon completion of a eheck with sach Office to
sEge intlmian under the Ewerpency Pluan of either the Area
Recorils OPficer or some other individual who will serve in that
capacity In cuse of sn ewergemoy. training will be given to any
yoracns vho sre to set in lieu of Area Records Officers. Thia

w11l be sinilar to that previously given at for all
mmw&s Officers. Tt is not proposed to include Area
Records Officer: vho previously participated in thim prograwm, nor
6 repeat the sessions periodieslily in the future, This appears
o be unnecesgary becsuse of the relatively simple procedures in-
volved, and bectuse frequent contacts are wade with the Area
Becords Officers regarding deposits and procedurez. We do, how-
syer, propose to urge that sll such persons make periodic trips
to the tory for thé purpose of reviewing the material in
£41s and the warmer in which it 1s maintained.

b. Ve are presently operating with s very general defi.
nition of vital meterials which can be interpreted differently
by the varicus ofTicek. A wore specific definition hss never
baen deve prbht’blybmmoftha imck of & clear cut state-

af ew o uivements. It is therefore proposed to send
‘a weworsandus including s proposed state-
SMETETCY TEg with & reguest that it be
. } or reviced &8 necessayy. Upon receipt of a reply to
this wendraniue, we will attewpt to develop guides for use in re-
wmg a1l w records. VWe will then schedule msetings
th the Ares Records Officer and various Division Chief's of the

respeetive ofPice to give them the specific emergency require-
wnts and instruct them in the application of the guides.
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